
Last Update: 09-28-2009 

 

R16 EPU Outage Planning Guidance                      Page 1 

CR3 

EPU R16 

OUTAGE 
PLANNING 
GUIDANCE 

 

 

 

 

 



Last Update: 09-28-2009 

 

R16 EPU Outage Planning Guidance                      Page 2 

R16 EPU OUTAGE PLANNING GUIDANCE 
This document provides guidance to assist in resolving issues during the R16 
outage.  Topics covered include but are not limited to: 

• Adding Additional Work Instructions to a Work Package . . . . . . .Pages 4 - 9 

• Additional Material Allocation . . . . . . . . . . . . . . . . . . . . . . . . . . . . Pages 10-12 

• Process for Scope Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page 4 

• Links to Reference Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page 13 

• Planning Precautions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Page 14 

 

Changes, additional scenarios and pertinent information may be added to this 
document by contacting Canon McCray.  
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SCOPE CHANGE: 

Per ADM-NGGC-0104 the definition of a “Work Scope Change” is as follows: 
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REVISED PROCESS FOR SCOPE CHANGES: 

As an error pre-cursor, the best process to be used to document ALL scope changes or 
additional work steps to a task per our Management’s request, we should copy all of the 
information included in the aforementioned Additional Work Order Instructions sheets, and 
then paste the words directly into our work instructions (this being the OLE linked to the task in 
passport) on the next page down from the “FOLLOW UP ACTIONS” sub-header.  This means 
that we can simply make the title “ADDITIONAL WORK ORDER INSTRUCTIONS SCOPE CHANGE 
#1” and the EC number, title, and work order number and task number will all remain in the 
existing Header.  As more scope changes are added, just keep paging down and changing the 
title to “ADDITIONAL WORK ORDER INSTRUCTIONS SCOPE CHANGE # 2…..3……4…… ETC.” 

This process will allow us to incorporate a scope change and have the appropriate persons 
approve of the scope change instructions WITHOUT having to obtain the working copy of the 
task and return it (if the manual sign-off change approval sheet is used).   We will be able to add 
work steps or scope change to a task, then obtain the working copy and only return it briefly to 
copy and paste the additional instructions into OLE work instructions linked to the task and 
insert the signed off/approved work instructions into the hard copy. 

Using this process will ensure that all of our additional work steps or scope changes are located 
in one place electronically (the same location as the rest of the work instructions) as well as in 
the hard-copy.  

• Save a blank copy of the Additional Work Order Instructions sheets to your desktop.   

• After filling the sheets out, copy all of the information including the appropriate sign-
offs and paste the information directly into the ECWOR1 work standard Work Order 
Instructions OLE document linked directly to the associated Work Order Task. 

To allow the quickest turnaround time during the “APPROVAL” process, we have decided to use 
both the “Electronic” route for approval process within PassPort, AND the manual sign-off 
sheet that is embedded with your new instructions. 

• IF the task is approved electronically before signatures may be obtained on the sign-off 
sheet with the new instructions, THEN write the following statement or similar to the 
“Change Approvals” sheet, initial and date: 

“New instructions have been electronically approved in PassPort on (DATE)” 

• IF the task is approved manually using the embedded “Change Approvals” sheet, THEN 
you may expedite approval on the task and make a note in the “AAA Message” location 
on the route list in PassPort that: 

“New Instructions were approved/documented on WO” 
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Adding Additional Work Instructions to a Work Order Task  
SCOPE CHANGE ONLY 
See page 9 for NON-SCOPE CHANGE mark up instructions): 
If Additional Work Instructions are needed for a task that has already been printed, use the 
“ADD INST” Work Standard.  You should already have a blank copy of this form saved to your 
desktop.  If not, click on ADDITIONAL WORK ORDER INSTRUCTIONS (for Scope Changes) and 
save a copy to your desktop. 

 

• In the Work Order Task Description section for the associated WO Task (this will raise a 
flag for anyone who reviews this task that new instructions have been added after the 
initial approval): 
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FILLING OUT THE ADDITIONAL WORK ORDER INSTRUCTIONS FORM: 

• Give a description of the changes made beneath the “Change Summary” sub-header. 

 

• Determine whether the new instructions will be a Scope Change per the guidelines in 
ADM-NGGC-0104 section 3.45. Put an X in the appropriate parenthesis to indicate Scope 
Change or Non-Scope Change and Delete “IS” or “IS NOT” in the sentence below. 

 

• On the page where the Work Instructions BEGIN, add the given statement to “Working 
Hard Copy” using pen and ink, initial and date.   Also add the statement to the Electronic 
form of the Work Instructions, i.e. ECWOR1 EC Work Instructions OLE document. 

 

• Insert the new Work Instructions to be used beneath the Additional Work Instructions 
Sub-header 
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• On the Change Approvals Sheet, affected groups may be added or N/A as necessary. 
Contact an Operations Representative to review the changes and determine if WCC SRO 
signature will be required prior to work start. 

 

• Print Name, Sign Name, and add Date. 

• AFTER the form is filled out entirely, copy ALL information and paste into the Work 
Instructions document for the associated task, and TITLE the new sheets “SCOPE 
CHANGE #1…..2…..3…. ETC”  

 

 

• Print the new Additional Instructions Sheets and insert them into the Hard Copy Work 
package directly on top of the existing Work Instructions document. 
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Getting your Scope Change instructions APPROVED: 
To allow the quickest turnaround time during the “APPROVAL” process, we have decided to use 
both the “Electronic” route for approval process within PassPort, AND the manual sign-off 
sheet that is embedded with your new instructions. 
 

• IF the task is approved electronically before signatures may be obtained on the sign-off 
sheet with the new instructions, THEN write the following statement or similar to the 
“Change Approvals” sheet: 

“New instructions have been electronically approved in PassPort on (DATE)” (INITIAL 
/DATE) 

 

• IF the task is approved manually using the embedded “Change Approvals” sheet, THEN 
add the following note in the “AAA Message” location on the route list in PassPort then 
expedite approval or bypass the remaining person(s) and approve the task yourself: 

“New Instructions approved on WO” 
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Adding Additional Work Instructions to a Work Order Task  
NON-SCOPE CHANGE ONLY / Hard Copy Mark-Up): 
See Pages 4-8 for SCOPE CHANGE mark-up instructions 

• Non-Scope Change mark-ups may include but are not limited to typographical errors, 
grammatical errors, additional details or clarification for welding instructions or work 
instructions that do not affect an Operations Clearance order.  Refer to ADM-NGGC-
0104 for further guidance. Edits of this type do not require a reroute of the Work Order 
Task for Approval.   

• When additional instructions are needed that do not qualify as a SCOPE CHANGE per 
ADM-NGGC-0104 (Work Management Process), proceed as follows: 

o Obtain the hard-copy of work package 
o  Line through instructions that are not needed or must be corrected 
o Pen/ink mark-up to the hard copy work instructions sheet 
o Add your initials and date.  
o  Duplicate your line-through (if used) and add mark-up instructions electronically 

within PassPort. 

 

• To use line through and mark-up in Microsoft Word use the “Strikethrough” button, and 
add your correction.  Initial and Date. 
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When Additional Materials are needed for a “Hot” task during the outage: 

• If a CR3 CAT ID is not provided, perform a Master Materials Catalog search using the 
D200 Panel to find a CR3 specific CAT ID.  

• Additional Guidance on searching for CAT ID numbers or materials, can be found by 
clicking the following hyperlinks shown below: 

Materials 101 for Planners 

 

 D200 Search Instructions by Key Word 

 

 D200 Search Instructions by Manufacture Part Number 

 

 

• The quickest way to find a CR3 Approved CAT ID is to use the following hyperlink to an 
Alpha-numeric spreadsheet of ALL CR3 CAT IDs and perform a keyword search to find 
the correct material: 

 

CLICK HERE to find all CR3 CAT IDs 
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Material Request: 

• After obtaining a CR3 CAT ID number 

o Navigate to the TIMI010 Panel in PassPort by clicking the Mtl tab on the Work 
Order Task. 

o Generate a Material Request (MR) by clicking the Execute button  

o Enter Need Date, Quantity Needed, and the CAT ID number.  

 

 

 

• For Additional Guidance on Generation of Material Requests, reference “Material 
Requests CAT ID & Non-CAT ID”. 

 

 Material Requests CAT ID  NonCat ID 
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Material Requests Routing: 

The CR3 Station Maintenance group “Auto approves” the majority of their Material Requests.  
However, our group must have Project Management approval for allocation of materials.  
Therefore, UNLESS given permission to use “Auto-Approve” from Project Management, please 
adhere to the following instructions after the Material Request is Generated: 

• Attach a Routing List to the MR and add the appropriate Project Task Manager or 
designee for the effected.   

• Set Route list to “P” for parallel routing (this setting allows future modification to the 
route list prior to approval).  

• Save and Close.   

• Under the Options Dropdown menu, select “Submit Route List for Approval”. 

 

 

• If the materials you need are On Hand at the warehouse AND your Material Request is 
showing an “APPROVED” status, send an email to the warehouse by clicking the “Send 
Email” button on the PassPort toolbar.  This email should be sent to “CR3 Warehouse”, 
and should include the date needed and the name of the individual who will be picking 
the material up. 
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USEFUL PLANNING REFERENCES: 

Planning Training 2009 "How To" 

EPU Phone List 

PassPort Disciplines for WO Tasks 

REFERENCE PROCEDURES 

EPU Crew Resource Codes 

Weld Planner Training 

Work Order Completion Training Material 

AI1001 ENCLOSURE 3 

Additional Completion Comments Sheets 

EPU Supplemental Administrative Work Order Task Instructions 

PIPING DATA SHEETS 
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PLANNING PRECUATIONS: 
• ALWAYS check to see if a Work Order Task has been printed PRIOR to changing the task 

status. ie. Changing task status from “WORKING” status to “RETURN” status to make 
changes. 

o IF the Work Order task has already been printed you MUST obtain the hard copy 
of the task PRIOR to changing the task status! 

o AFTER you have made the appropriate changes to the task.  Make sure that you 
set the task status back to WORKING prior to returning it to the field. DO NOT 
UNDER ANY CIRCUMSTANCES RELEASE A PACKAGE BACK TO THE FIELD UNLESS 
IT IS READY WITH ALL NECESSARY APPROVALS AND HAS BEEN SET BACK TO 
THE “WORKING” STATUS. 


